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Tab B

27 June 1972

MEMORANDUM FOR: Addressees

SUBJECT: Contributions to the Agency Annual Report
REFERENCE: Memorandum from Executive Director-
Comptroller to Deputy Directors, 26 May 1972,

Information Control -- Archives, History,
and Records -

This memorandum provides guidance for the.preparation of
the Annual Report on component activities, discussed in Para. 5.d.

of referenced memorandum.

General Note
1. Each contributing component (identified in Tab C) will
prepare its submission as a single report which meets the require- |

ments of the Agency Annual Report and also constitutes a brief

b
]

hi.story of the most significant developments in the activities qf

the reporting componérit for the fiscal year ending 30 June 1972.
The annual reporting procedure will alleviate the fersistent time
gap which has in the past characterized historical writing within

the Agency and will make available on a current basis to
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management and others having a need-to-know the highlights of the

Rt ot i Rt

history ;Jf the Agency based on its organizational units. It is
expected that these annual reports wiil reciuce the requirerent !
for structurally oriented component histories anél permit the
dedication of available writing resources more to topical and
programmatic histories involving Agency participation in major
international crises. The latter aspects of the CIA Historical
Program (Para. 5.c. of reference) will be‘ described in a forth-
coming memorandum.

2. Components will organize their contributions to the
Agency Annual Reporf in the framework of the outline provided
in Tab A of the instructions from the Executive Director-Comptroller,
as further explained in the following paragrai)hs of the preseﬁt

memorandum.

I. Major Developments

‘
£

3. InPartl. Mdjor Developments, components will review
selectively the highlights of their activities during the past fiscal

year. Only the most significant developments of the year are to

be identified in this section, not all important activities; a more

expanded list of activities should be discussed in Part II, in

which each component will survey its Major Accomplishments

. 130
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and Failipgs‘more sYstematiCally. ‘Activities may be
chosen for highlighting in Part I because of their

impact on very high priority sténding requirements, ox .
because they represent major breakthrqugﬁé,in poping with
.pxiority targets. Part I :eporting.ghould also include
component responses to.major new requirements, such as
changlnq aspects of present targets, new functlons, and
new geographic targets, partlcularly places where an
eXlSFlng equlllbrlum was threatened or overturned by
internal or external forces. Responses to the'fareéding
will b0 made by components concerned with collectlon,
operatlonal support, proceSSLng, exploltatlon, and producLlon,
as appropriate. Components Wlll also identify and review
:the work of %ask fbrces undér their jurisdiction created
Vto cope with speéial crises.

4. Replies should aléo discuss in the highligbt
section significant changes ip the envirohment in which
foreign intelligéngg activities are conducted, as the
consequeﬁce of polfcy shifts by gstablished iegimes
or changes in théleqtabliehmént.' Contrlbutors should
note, when rclevant, the impact on thel; operxations
- of new policy thrusts of the administration, the role of |

Congress and Congressmen, and the temper of the press and
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public opigion. Attention should also be given.to kej
developments in the relations of components with other'parts
of the intelligence community, either as collaborators,
customexrs, oxr saurces of information and suppoft.

Finally, responding components should summarize trends.

in budget'allocations for their activity as a whole -as
‘well as by major aspects of their program..

5. &o bé effective, Part I. Major Developments
should not only highlight the.activities which have
‘recelﬁéd most emphasis during the fiscal year but also

' characterlze clearly what major changes occurred in the
.goals and activities during the period. Employed as a
management tool the histor}cal or devélopmental approaéh-
-ls not concer%ed with an 1ndiscr1mlnate review of what
happened in the pagt but prov1des an opportuﬂlty to
‘identify trends and developments, 1nqlud1ng the rate,
amount, direction, scooe, dcpth and kind of change. 'This
klnd of historical scrutlny, applied comprehenslvely, -
begins with the 1d@ﬂtlklcatlon of changes ‘in the operablonal
milieu, assesses the 1mpact of these changes on ‘objectives,
and then follows the course of the intelligence process
through the adjustment of requirements, replanning of

operations, and so on, to the evaluation of the new effort.

Contributors will be ex cccd to res pond appropriately

o‘.\ e
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for their portlon of the process, not by presenting a
briefing of their program as it existed at some particular %
time in the year, but by highlighting the major'changes |

.in their activity during the period.

IX. Major Accomplishments and Failings
6. Most components will find their program applies

to a 51ngle entry in this part of the PPB outllne, although

tltlo of the secLlon 1ndlcates, rospondents are not expccted
to prov1de a complete catalogue or postmortem of all of |
their activities and projects, but‘rather to identify,
discuss, and rate thei; performance in téfms of major
,succésses and failures in a more detailed and systematic
‘manner than in Part I. As-in the’highlights sectioﬁ, the
emphasis is not to be on a static iistfng of all projects
‘but on developments in activities in which significant
changes occurred;during the year. Subjects qualifying
v

for review in thishéection includa important individual
successes in performanco-achieved by ongoing programs;
progress in research ano development of new programs,

or in phasing new programs into operation; the degreé

of success in modifying ex tisting programs and in mee Llng
nev regquirements; andlachievements in improving the efficiency

or productivity of ongoing. activities. (Achievemsnts
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in R&D should be included if they are a part of the

activity of the component.) At all levels of activity

‘the emphasis will be on progress, evolution, and develop-~

ment or, when relevant, retrogression,. but not on static
4 . ’

description. Without becoming involved in the intricacie

of historical causation, explanations should show why

major actions were taken, especially new projects. *j

Results éhoﬁld-simiiarly be assessed. Examples may be
used;fg.illustrate devélopment,'but.an example of suécess
~or failure does not necessarily reflect the movement during
the period unless it is compared.with an earlier example
or with a benchmark of previous performance. Contribﬁtors
are expected to judge objectively whét conétitutes
‘accomplishment, employing criteria aéprbpriate to the
activity. Such criteria may include customer satisfaction,
impact dn the opposition, acﬂievement of»goalé; and cost.
effectiveness. |
7. Althogghgthis report emphasizes historicalA
movement,.the surmary nature of the contribution wiil
limit the detail in which particular program elements_
or activities can be discussed. Step-by-step accounts

of developmznts, meating-by-meeting, and memorandum-by-—

remorandum, as frequently encountered in component histories,
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must be digested and summarized on an aggregate rather
than an individual basis in ofd er to preserve the sense of
novement and contain the discussion within the framewerk
df'lO to 20 pages“appropriate to an'aneual repp;t. The

use of statistical tabulations to focus the presentation,

illustrate historical development, and limit the length

of the contribution is very much encouraged.

8. In Part II each component shbuld-show with somé

spe01f1c1ty its response to the major new problems Whlch

have arisen during the year and luS progress or fru trations

in coping with priority contlnulng problems. Comoonents

should disclose the elements and progects of thelr progxama

in squ1c1ent?detall that the major changes within each
level can be appreciated by reviewers_ahd consumers.
1II. Ahead

R 9. Tab A provides theﬁ, in summarizing prospects

and future plans,_contributors will implicitly employ,

ey

as a point of departure, past resource allocations, target

patterns, prograin emphasis, data manipulation techniques,

and managemant approa aches. The outlook section of the

annual report may be of special interest in future reviews

of the effectivencess of program planning at several
management levels. Together with the foregoing section

it is also expected to constitute a sourcza for subsequent

historical writing.
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10. Chronologies. In order to satisfy the need

for a concise annual repoxt and simultaneously generate
a chronicle of component activities, each contributor

will append to its submission a brief chronology of major

%

events relevant to its performance during the fiscal year.
These events,.identified by day and month.and succinctly
‘described, may include events in other countries affecting
the activities of the component, thédatgs of component—
inspi;gg actioné, dates of R&D bréakthroughé, collectibn,
“propeséing, or production milestones, inteiligence'coups,
internal reorganizations, and changes in key'persohnél.

11. Xey Documents. Every component submitting an

annual reportnwill, as stiﬁulaﬁed By the Executive Difector‘s
referenced memorandum of 26 May-1972 (Para. 5.b. (1)),
include a list of "key documents and fi}es for permanent
inclusion in Agency Archives.“ This list will be reviewad
Witﬁin each unit "to ensure that the documents marked foxr
archival retentioé‘ére neither excessive in detail, in-
appropriately classified, nor incomplete through omissions.
A certificate to this effect will accompany the unit's
Annual repoft... LN

12. Supplementary writtén iﬁstructions will bé
provided té rmeet the needs of each Directorate, The

Chief, CIA Historical Staff and the Directorate Historical
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Officers will provide additional guidance to assist components in
complying with the historical requirements as delineated in this
memorandum. Completed annual repo.rts will be submitted to
the pext senior command level for review and elicploitati.on as
inputs into the Agency Annual Report. Following approval by

reviewing components, one copy will be transmitted to PPB by

the Directorates as an enclosure to the Directorate contribution,

one copy will be returned to the component, and one copy lodged
in the Agency Archives. As required, compartmented annexes

can be compiled and held separately covering particularly

sensitive events.

Bernard Drell
CIA Historian

]

9

... Approved For Release 1999/09/15 : CIA-RDP§3-024;I5A000200430028-1

P S S S B

T PP




